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CAREEROBJECTIEVE
Seeking   challenging career that encourages learning and creativity   skill and provide exposure to new idea stimulates and professional growth.

WORKEXPERIENCE
RACO GENERAL TRANSPORTATION EST:  ABU DHABI
DESIGNATION 
OFFICE ASSISTANT (STILL WORKING OCTOBER 2014)
DUTIES & RESPONSIBILITIES

· Assisting Purchasing Departments.
· Prepare Purchase summary.
· Preparing Delivery Note

· Preparing Local Purchase order.

· Handling the Mailing and other office work.
· Preparing purchase master sheet.
HI- TECH AYURVEDA MEDICAL DISTRIBUTORS( KERALA)
DESIGNATION
OFFICE ADMINISTRATION

DUTIES AND RESPONSIBILITIES

· Prepare the all medicine stock list
· Prepare all medicine to filter the each category.
· Prepare   all our customers details
· Prepare to delivery notes.
· Deposit  and collects the all company cheques and cash
EDUCATIONAL METRICULATION  
· Secondary   Leaving certificate government of Kerala India.
· Higher Secondary Certificate Government of Kerala India.

· Graduation Bachelor Degree of Business Administration.

COMPUTER   EDUCATION
· Diploma in Accounting Computer Application.

· Tally, Peach tree, Quick Books, Wing.
· Ms Word, Ms excel, power point, Inter net explorer windows.
            (Familiar and good working knowledge)
SOFT SKIL
READ AND WRITE

· English

· Hindi

· Malayalam
PERSONAL INFORMATION
Date of Birth: 17th AUGUST 1986[image: image2]
Nationality:  Indian
Religion:  Muslims
Marital status:    single
STRENGTH

  To good skill of observation, listening, understanding and Hardworking.
HOBBEIS 
Entertainment, Travelling.

